Preferences, Proxies, and Document Sharing
(3/2003)

It is possible to edit certain defaults for your requisitions so they always enter into a given
field without you having to use the look-up feature or punch them in manually. It is also
possible to grant access to other users to act as your back-up when you are out of the
office. This instruction manual will walk you through how to do both.

1. Welcome Page
N

Welcome TOM NORTHRUP

Inhex You have 16 unread messages inyour [nbox.
APP

Requisitions Last Documents Accessed:

Solicitations Requisition: TOMTEST2

Purchase Orders Eeguisition: TOM2

Contracts Reguisition: PLEASEVWORK

Catalog Orders Requisition: PLEASEGOD

Delivery/Task Orders

About VPO PRISM
BPA Setups Product infarmation.
BPA Calls

Compusearch
Documents LOIMQUSSRICH
Milest Online FAR, technical support, frequently asked gquestions, and more.
Milestones
Preferencesg— Wah-Favartes: Choose
System Setup Commerce Business Daily cc 9
System Utilities Electronic Posting System Preferences
EPDS —1  GSA Debarment

GEA Advantage!

Tools Ll oo odvaniage:

2. Preferences Menu

% il =% Change Approval Passwiord

. THCORTHEU
Preferences _
""""""""""""""" Last Login: 04042002 2:11:00 PIvI
General FHame: TOLI HORTHEIP

Site ID: SETUFR BUSIMESS GROUFP
Fassword Expiry Date: 031052002

Furchase Cards

Accounting Codes

Phone:
Froy Fa
Document Sharing Email: THENOWH
Defaults < Choose “Defaults” and then go to
Routing Lists the next page of this manual.
Return To Home




3. Preferences Editing Page

Preferences

General

Furchase Cards
Accounting Codes
P rasy

Document Sharing
Defaults

Fouting Lists

Feturn To Home

4. Looking up Defaults

S

Click Submit
o save
your data.

Qriginating OfficeGode:
[s5uing Ofice Codss
Ship To Office Code:
Marme:

Address:

ity
State:
Zip:
Country:
Fhone:
Fam

Hone

Mone

CHERMICAL SAFETY
CHEMICAL SAFETY
2175 K 5TREET, HW
SUITE 400
WaSHINGTON

D

20037-1209

s

202-261-7600
202-261-7650

Choose “Edit”

Mark For Office:
Admin Office Code:
Marnea:

State:

Fipe

Country:

Defaults Edit

Mone
OBR&CLE

oracle

Qriginating Office: ||

Issue Office: |

Ship To Office: ICHEMICAL SAFETY

Mark For Office: |

Admin Office: |0F~'ﬁ-CLE

Payment Office: |ARCIASDIPRE

Invoice Office: |

If_If_If_If_If_If_?

Click on the look-
up button next the
field you want to
choose a default
for, and then go to
the next page of
this manual.

Crganization |C5E|

B

Submit I Cancel |




5. Choose a value.

Originating Office Ad-'r

Remember if you do not see the
value you want to choose. You may
search for a value using the search

Soarch: [Code =] For| x bispley | cancel | | CTitETIA drop down list, then enter the
Max Results: [100 =] Results per Page: [10 7] value next to “For:”, then hit display.
Code MHame Address 1 Address 2 Address 3 Address 4 City State  Zip Cour

ACCESS BOARD  ACCESS BOARD 1331 F STREET, MW SUITE 1000

WsSHINGTOMN DC
WIASHINGTOM DC

20004-1111 U5
20037-1809 US

CHEMICAL SAQETY CHEMICAL SAFETY 2175 K STREET, My SUITE 400
Page1of1 (2 resultsTeuqd)

choose it.

Once you see the desired code,

6. Defaults Editing Screen

VD m—

Note how
the code
filled in.

Qriginating Office:

CHEMICAL SAFETY

b2 Issue Office: | J'¥ All these
Click Submit Ship To Office: [CHEMICAL SAFETY B fields can
to save be edited to
vour data. Mark For Office: | J be defaults.
Adrnin Office: |ORP&CLE J
Payment Office; |ARCIASDIPRE | |
Irvoice Office: | J

A

Crganization |CBE|

B

When you have finished choosing all
your defaults, click “Submit”, and
then go to the next page of this
manual.

Submit Cancel |



7. Establishing a Proxy

el
Defaults Summary

Preferences

Criginating Office Code: CHEMICAL SAFETY

Fouting Lists

Feturn To Hame

8. Assign Proxy

Preferences

General

Purchase Cards
Accounting Codes
Prosy

Document Sharing
Defaults

Fouting Lists

Return To Haome

""""""""""""""" . Mame: CHEMICAL SAFETY
General Address: 2175 K STEEET, HW
Furchase Cards _ SUITE 400
City: WASHINGTON
Accounting Codes T Choose
Pt Zip: 200%7-1809 “Proxy”
Daocument Shating Country: T35
Defaults Fhone: 202-261-Ta00
Fax: 202-2681-7a50

[s5uUing Office Code:
Ship To Office Code:
Marme:

Address:

ity
State:
Lip:

Hone

CHERMICAL S&EFETY
CHEMICAL SAEFETY
2175 K STHEET, HW
SUITE 400
WASHINGTON

D

20037-1209

There is no proxy established at this time

Choose “Assign
Proxy”, and then go to
the next page of this
manual.




9. Enter Proxy

%

Click Submit
o save
your data.

Start Date:

End Date:

Lser | |
Llser Bame: {Mone)
Email: {Hone)

——
—

Type in the user
ID of the
desired proxy,
or use the look
up feature.

10. Select the Proxy

Praowy User Selection

Search:lUserID vl Far

Display | Cancel |

Site:lCUferSitB 'l LER Results:|1UU 'l Results perPage:Im 'I

Subimit I Cancel |

Remember
you can
search for
a value.

User 1D First Name
ADBLAIR Ahty
AMCHEAL  Alilia
BFEIRT, Bruce

BEERN ERMIE
BSHEARS BR
BWRIGHT  BETH
DBEOMMNELL Diana
DHERSMWAMN Delatis
DJARRELL  DORMMA
DKERMS DEBBIE

Mext Page1of5

Middle

La=t Name
BLAIR
ticHeal
Feirtan
KERM
SHEARS
WRIGHT
Bonnell

(48 results found)

Site

SETUP BUSINESS GROUFP
SETUP BUSINESE GROUP
SETUP BUSINESE GROUF
SETUP BUSINESS GROUF
SETUP BUSINESE GROUFP
SETUP BUSINESS GROUP
SETUP BUSINESS GROUF
SETUP BUSINESS GROUFP
SETUP BUSINESE GROUP
JFP BUSINESS GROUP

Fhone

Fax

Requisitionesr

- = w F = = = = =<

Contract Officer  Project Officer  Buy

hd
by by by
by
b
by
I
by
Select the

appropriate “User
ID”, and then go to
the next page of
this manual.




11. Back to the assign Proxy screen

ﬂ Note how
the value
, filled in.
User ID: |EIFEIRTAG J
& User Mame: Bruce Feirtag

Email; UNENOWH
Click Submit
o save Start Date: I

your data.
End Date:

&

o

Subimit I Cancel |

12. Enter the Start and End Dates

Assign Prowy
UserID: |BFEIRTAG g

} User Mame: Bruce Feirtag
Email: TNENOWH

Click Submit .

to save Start Date: |U4IUEIEDDE ¢
data.

your datd End DateT|n4rnsxzn1n G

1. Enter a Start and

V Euwhm'rt | Cancel |

End Date for the 2. Choose
Calendar Pop-Up Proxy, you must have “Qubmit”.
I Al |2IZIIIIE both. These are the

dates the back up can
ﬂ J ml J ﬂ act in your place.
Su Mo Tu We Th Fr Sa

I 1

Bl af10f11j1213

15 16| 17 18] 19| 20

ra | ra| =

=g/ a0 read this go to the next page of this manual.

o 4 | Read this, you may also use the calendar look-up feature to
enter a date, just click on the icon with the smiley face next
22| 23| 24| 25| 26| 27 to it, and you will see the adjacent pop-up. After you have




13. The Proxy is finished.

Delete Promxmy

Preferences

General

FPurchase Cards
Accounting Codes
Frosy

Document Sharing
Cefaults

Routing Lists

Feturn To Hame

Prozy
ser |D:
lJsar Marme:
Start Date:
End Date:
Email:

BFEIRTAG
Bruce Feirtag
0405i2002
04052010
OHNENOWH

/—

The Proxy
information
has filled
in.

You may assign as many Proxies as needed, or delete a Proxy if they are no longer
needed, have moved departments, or are not authorized to back you up anymore.

DOCUMENT SHARING (This is the method used to give someone

the same rights as yourself to all of your documents)

14. Choose Document Sharing

ko

Lzer D

Preferences )
................................ Last Login:
General Marme:
Site 10

Furchase Cards o e

Fasswaord Expiration Date:
Accounting Codes Phone:
Frosey Fax
Document Sharing Ernail:

Defaults

Fouting Lists

THORTHRU
0351142003 1:56:00 PR
THOMAS NORTHRUP
BPD PROCUREMENT
0552902003

Thoreas Morthrapi@bpd. treas gos

ReturpToMdNome

Choose “Document
Sharing”, and then go to the
next page of this manual.




15. Click “Add Full Access”
Add Full Ac

Docurment St

Shared Chwmer Ancess
Preferences
.............................. u BA Full Access
General FFEAMCIS Full &eocess

Furchase Cards

Accounting Codes
Promy Choose “Add Full Access” to give
someone the same rights as

yourself to all of your documents.

Diocument Sharing

Defaults
Routing Lists

Return To Home

16. Search Screen

Search:lUSEHD j F.;.r;l Dizplay | Cancel |

Optinns:lCUfrEﬂtSitE ;I IEY Hesults:lmﬂ "I Results per Page: |1

U=er IO First Name Ndle Last Hame Site

AAWHITE  AARON M \_ WHITE BPD PROCUREMENT 2. This is the field
ARMCCARTHY ALISA R 1. This dropdown in which to enter the
BALLEMN BARBARA ALLEN box can be search criteria. Go
BFEIRTAG ~ BRUCE FEIRTAG changed to search to the next page of
BIWOODYA  BRIAN  J WOODYARD | by other fields (i.e. this manual after you
BLTHOMPS  REBECCA THOMPSOM | last name, phone have done so.
CCOMER CHRISTA S COMER number, etc.)

DOAYTOM — D&VID & DAYTON

DLWEST DEBR& L WEST FO FROCUREMENT

JSAYRE . JUDY SATRE BPD PROCUREMENT

Mext Page 1 of 4 {31 results found)



17. Enter Search Information

election

Search: | LserlD

j Far; |hf

Dizplay I Cancel |

Optinna:lCUffEﬂTSitE ﬂ [V Reaults:lmﬂ "I Results per Page:lﬁg

User 10 First M=

BEEIRTAG BRLUCE

Fage 1 of 1

(1 results found)

18. Select Full Access User
Add Full Access | Add Read-Only | Delete ﬂ

Preferences

General

Purchase Cards
Accounting Codes
P ooy

Document Sharing
Defaults

Routing Lists

Return To Hame

FEIRTAG BPD PROCUREMEMNT

me  Middle Last Mame Site \

Choose “Display”
after you input the
search field value.

Document Sharing

Shared Owmner Access

BAITEW Full &eoess
RFEALNCIE Full &ecess
BFEIRTAG Full &ccess

The user magically appears, much like a dove
miraculously appears from a magician’s hat. Now

the user is capable of the same things as you, at least
in PRISM.




